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It* REPRODUCTION (See Procedure Regulation Number 

A, Authorization to Request Reproduction Services 

In order to implement effectively the reproduction progm 
for the Agency, each Office head will appoint an 
or individuals, OS-7 or above, to be responsible to Mm f 
the authorization of reproduction services. 

these authorized persons »st be submitted in writ J**. ^ 
the Chief, Administrative services, who will also te informed 
in writing of any subsequent changes in the person* *o 
designated. 

B. Process - Copies 

The heavy demands upon Cll reproduction facilities make it 

essential that the persons authorized to J^Si^erlice 
iarize themselves with each type of reproduction service 
available, the time required for each, and the rel ^^ * 

so that the most efficient and economical proceso wili be 
selected and the number of copies to be reproduced kept to 
a minim®. 

C« Submission of Requests for Reproduction dork 

All requests for reproduction work, when properly ®^ed, will 
be submitted to the Chief, Reproduction Division, Administrative 
Services Office, for processing. 

B. Requests for Reproduction Equipment 

Requests for all types of reproduction equipment will 
submitted thru the Chief, Reproduction Division, Administrative 
Services Office, end the Advisor for Management, with statement 
of justification* 
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CENTRAL UiiaUJaaiCE AOSSCI PROCEDURE REGULATION NUMBER I 


1*. REPRODUCTION 


A* General {Description of Services Available 

T he Reproduction division is a service set up and staffed with 
technicians to handle and answer all questions and problems 
concerning methods and processes of reproducing or duplicating 
various types of material for the entire Agency, In their general 
classes, the following methods and processes of reproduction are 
available* composing, drafting, offset printing, cutting, punching, 
padding, perforating, binding, mimeographing, dittoing, graphotyping, 
addressographing, photostating, ozalid, color photography, photo- 
graphic copying, photographic printing and enlarging, identification 
photography, microfilming and mass production of photographic prints. 

B. Submission and Processing of Requisitions for Reproduction Services 


(1) Reproduction services can be obtained by filling cut Form 36-2, 
"Reproduction Requisition" in triplicate (white, pink and blue), 
This form lists the various services, and needs only to be 
filled in by the requesting office and signed by an authorized 
25X1 A employee of the office as set forth in CIA Regulation Number 


(2) Upon arrival in the Reproduction Division, the request is 
reviewed and assigned a job number. The blue copy of the 
requisition indicating the job number is then returned to 
the initiating office, ^his copy will be kept until the 
job is completed and delivered so that reference concerning 
the progress can be obta ined by calling the Reproduction 
Division (extension! | and giving the job number that 
has been assigned. 

(3) At such time as the finished work is delivered to the requesting 
office, the original of Form 36-2 will be signed in the space 
provided, evidencing receipt of the job, and returned to the 
Reproduction Division. 


(It) Requests for reproduction of new or revised forms will be 
forwarded to the Management Analysis Office for approval 
prior to submission to the Reproduction Division. 


- ttCTiiertir " 

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030128-8 



Approved For Releas 


nrpYnmiCB^ 

HltWraEOTllASfcDP 


DP54-001 77A0002000301 28-8 


cisfRAL ismucsscs iasiscf mmusxm 


25X1 A 

HulBfSI 


mmmmsxvE suwicss 

1. Mil. EST4TI A» C£30IRBCn^ (See Pxw Mto« ife. 

i. %eee Ae^JliltioB, Aoelgaoent, sad Slepeeltlon 

U) 
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(2) 


t*» Stnimt, Is otar t «i vlth 

resp onsibili ty for Agency souse riUmdag. 
ettisa, aasisiaent, snd diapoaiU^,^^! 

jpjelflod la appropriate CX& Segulatioiis. 
S eye tfe^ong aamHy should oot bo nod* ty operating 

Prtcr aotmooUon bo saS^omi 
% the Chief* Madnistratlvs Serviees, 

5®* or «ocfui«itioB of real 

,.^30^ by p«Hib, laaaa, purchase, or ooastraeUoa 
y l ll bo «ado ^wlUagto tho Chief, AdnlnietrsUve 
«7 Office Heads or thsir doaifnatad repro- 

Coasdttee approval. 

(3) ?*. AJiialstrailvo Services, v iil bo notifies 

or leased space which s»y bo 
waoaood % a CU aotivity. 

(4) xletpesu for the esshange of epee# between tee or 

v* 11 &e ®»d* t© the Chief, 
AiMoletitsbive Service*. 

B. Ut&itiee 

421 ropetfl for utilities, with the eoweptioa of those 
la b uildings controlled by the Cenersil Services 
A^jjAetrs Uoa ^telephone and teletype services in the 
^>P*rfeB«tal area (See CIA Bcgul&tloc He, | I , yf u be «uh~ 

SiSe^^f^iSSS 4 * Co netractloa lanslosn, idolnia- 

5?„J* fjrjff® S'****®* °* •** fro» 

- com panies will be done only by the idbali^etretive 

OjTjrji.00# 
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A. Acquisition of Real fj-gperty 


a) 


a *^P** l,t * *f r requisition of ro«l property inMudiat 
(AWefcaae, Iwatf p*ndt| and eonstructionj requests for 
rwi&VEtloiic, alterations, inprotreaente, md aalnteaaaee 
of eth er then departmental epee# vdli bo subnitted in 
or o> fto» 36.7, -Section for Sj^Uoo, 
Equtgwentor Service" in duplicate to Chief, AdidMstra- 
Uwaarvieflo^Attontloni Ee&l Estate and CoEatrmctloE 
IIvisioB. Such requests ahell cooi&in tbs following* 


(*> 


0>) 


(•) 


Approval of respective office head or Ms 
deslgwnled representative. (SiptUm on 
origins! only is required.) 

Indication of prsjsct or allotaent a gains t 
wfcicfaths obligation, if say, mu bo charged. 


»^platioa when Project Review 

r«tvMwl A A ^ a a .... I i * « a 


(«) 

(«) 


Csaadttsa action la required.) 

Bsseaipti«a of requirement including purpose, 

«f* 1 location, period of oeeupaney, 
^d other inforaatien sufficient for Intelligent 
review or l ap le atatatioa and deesnant&tlon for 
record. 

SefotiatioBs if ary, which have been taken prior 
to ashing tbs request. 

.Has* of individual swat faadUlar with the request 
^i^JPSQttssting office, to be cont a ct ed by 
M^Inisiretive oervioee in selection with the 
requirement. 


S. Aasigf*Mjt, Helens®, or 


of Space 


(1) 


of apace 

SzL io ** plloaU ■Mwwmdma or Fora So. 36-7. 

Requisition for Applies, Equipment or Service, B to Chief. 
Adnlniatrative Services, Attention; leal gstate and Csn- 
straetlon Division. Such requests shall contain the 
following* 
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(a) Sane M A(l){a) above* 

(b) Coantity, type, and location of apace involved* 

(«} Data apace to bo released will bo available. 

(d) Desired date of 

(a) Justification for eeelgnaoet, release, or 
e x e tea§e t including the nussber of personnel 
involved and other Information suff icient for 
intelligent disposition of request* 

C. Prooureneat of Utilities 

{1} seqneebs for all utilities, with the exception of those 
required la buildings controlled by the General Services 
Adsdnistrstion and telephone and teletype eerviee in the 
depurteeatal area {Bee CIA Hegulation So.| |, will 25X1 A 

be subedited in- aetao mn d ia a or on Fora Bo. Jt-V# -W lequlei*- 
tion for Supplies, EqaipHsant or Sarvioas," in duplicate 
to the Chief, Administrative Services, Attention* Ileal 
Estate and. Construction Division, 
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A, Maintenance of and ^Iterations to Buildings Assigned to or Leased by C±A. 

<l) AH requests for renovation*, installations, and reimbursable 

maintenance services reouired in buildings assigned to or leased 
by f-T* will be sa.de to the Chief, Administrative Services. 

(2) Requests for maintenance services of a non-rei mbursable nature 
say be submitted to the Building Services Officer by telephone 
or as otherwise appropriate, 

B, Moves 

Requests for moving of o •“ floes or other activities will be made in 

writing to ths Chief, Administrative Services. 

C, Parking Spaces 

(1) Allotments of parking space* will be made in blocks by the Chief, 
Administrative Service* , to CIA activities for reassignment to 
individual employees. Office heads will report to the Administra- 
tive Services Office the assignment of parking spaces to individuals, 

(2) The Administrative Services Office is responsible for the 
inspection and policing of parking areas* 

B. Telephone and Teletype Service 

(1) Requests for telephone and teletype services will be made to 
the Chief, Administrative Services, in writing* A minimum 
period of three days for change or initial installation of 
telephone service is required. 

(2) Requests to utility companies for telephone and teletype services 
within the Washington area will b© made only by the Administrative 
Services Office. 


E. Cafeterias 

The Administrative Services “office is responsible for liaison with 
•ov-raBsent - ervices, Lnc.- ir* crnnection with cafeterias operated by 
that, organization in CIA buildings, Suggestion* cr complaint* in 
connection with these cafeterias will be made to this of flea. 


- 1 - 
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F, Installation of H e t Plate® 

(1) Hot plate# m»y not be used in HI/ buildings without the prior written 
approval of the Chief, Administrative Services, 

(2) No fond# are available to provide adequate protective installation# 
at government expense for non-haTardrus hot plate use, ^here is no 
objection, however, to providing a re us enable number of such inctalla- 
tions at the expense of the users, aporexiaately $15,00 per installation. 

(3) Ihe c hief, Administrative Services, is charred with the proper 
enforcement of this Regulation. 

0, Resorting of Accidents Involving Personal Injuries and Property Bamage 

to the Public Buildings Service. 

(1) Quoted below is a memorandum received fro® the Office of Buildings 

VsmreMst, '’ublic Buildings Service, General Servieea Adsiai strati on » 

•F'JBJFCT* Resorts of Accident# Involving Personal 
Injuries and Property c a»ag# 

*81 nee the enactment of the Federal Tort Claims Act, a number of 
claims have been filed with the Public Buildings Service covering 
paraonal injuries allegedly due to accidents occurring in buildings 
which we operate and maintain. Investigations have disclosed that 
many of the alleged accidents were reported to the Chief Clerk or 
other Administrative officer of the Agency housed in the building, 
bat were not reported to the Board Cf ice or to the Building Super- 
intendent* a Office, 


w The iiblie Building Service is reaonsihle, i» most cases, for 
consideration of these claims. We would appreciate your cooperation, 
therefore, in dire cting your represen tatives, both in the Metropolitan 
Area of Washington | ~~| to report all accidents involving 

property damage and personal injury occurring within buildings operated 
and maintained by the Public Buildings Service to the Building Super- 
intendent *s Office of to the fhiard Office. Such reports should be 
made as promptly nr possible so that a full investigation say be made 
while the facta are still fresh in the minds of the witnesses and the 
evidence is still et hand.** 


( 2 ) All accidents involving property damage or peraonal Injuries occurring 


will be 


within buildings used by CIA in Washington 
immediately reported in writing to the Chief, Administrative Cervices , 
for forwarding to the Public Buildings Service, 


25X1 
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'trc r..KY iJTTi.77 7ES - ’ >f HIM- ARFA 

Ltsrstione ard Installs V' on* in *■■ * Buildings 

' 1 ) Rr.qyr6te for alterations srd i nets nations In 'wilding* aseigned ^ 
to or }•«?** by Ctl -within the departaentsl »r *i 11 b® suhmiUed 
authorised official* to the Chief, Adataietrailve Services, on 
Per* ho. 36-7, “bequiaitlon fdr Smiles, ^quipeent or • erviee**, 
or by eeeorendue in duplicate. *i)SBit v « i* required on the 
original only. 

(2) bequest® should contain specific ieferaatien md justification as 
to the t ypa of a^rric# required and *hrtald b& &ygwi*£#d with draw- 
ings or sketches if practicable. Personnel to be coetaced io 
regard to toe work should also be indicated. *h« Building 

Mai ntenance and utilities Division, 'dainistmtire Service* Of rice, 
will provide co»p tant engineer* when required and will assist 
in the pl*wrtine of any project' if desirable. 

(3) . Requests involving tha physical security cf an area sill be 

forwarded tc- the it£C> for reco ss a end sti one or approve! prior to 
action by the Administrative crviceii ffice. 

(U1 The Building Maintenance and Utilities FivisSon will forward to 

the r»ouestiag office two apples of the eertr order aubaitted to the 
Central Services Ministration for the work to be perforeed. <«• 
copy of each such work order SSr&4£i be certified and returned to 
the Building Maintenance and utilities Division after completion 
of the project. /." 

Building Maintenance Services 

(l) Maintenance services wey be obtained fro® the Building services 
Officer by telephone or as otherwise appropriate. *hia service 
(sasnifta of non-re irabursablo requests such as tne repleesaent 
of light bulbs, broken steps, broken window glass, linoleum, 
locks and w ndawe or doors, etc. *hc Bail-ling fervtees bj s.icer 
win not be contacted in regard to alterations, installetictta, 
or request# requiring reiaburseac-nt by CIA. 

i iff j ce and Kqalpaent Moves 

Cl) Requests for of ice or equJaent aove© will be aubaitted on i ore 
?*e. 36-7 or by eesioranclus in duplicate to the Building Maintenance 
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Utilities DiviBion, Administrative Services Office. Information 

buildlns * arsd rooms fro;n and to which moves are desired* 

Ss a^ HST 1 t ? lftphone chai ™ involved , quantises of 

* q ^ Pffl r S to ** mA > 0n1 pertinent 

information should be indicated on such requests. 

<2> V* f r”T , * d *> M» Building Maintenance 

y 18 required to arrange for moving services, 
(3) Moving boxes and identification tare for furr.it., r® «... ^ 

Extension 0Ulldinf “ alntenance Utilities Division,” 6 


Parkins Spaces 

(1) strati ve Service®, allots parkin* spaces to Clt 

? personnel strength. These parking spaces 

i 1 ?? 0C !f S °£ m ® b r8 on lQ ts ad.iacent to the building 

in which the particular Offt oa is located, if possible. 

<S) 2 M^’S° k »bt.^ M 1 '’ , ” ,d t 0 r ,T h “ 5l * nR) 8PSM ' “ d d »Plin.t. 

^tlcter. are obta nable upon mitten request for dr’verc In car 

poola. Such sticker. mil b, display^ on the mndahleWa of all 
cars parked in assigned parkin* spaces. 


(3) 


< h ) 


(5) 


Employees desiring parking spaces will apply for same to +h«im 
respective Administrative Officer. their 

l? P ° rt t0 the Ad * inl *trative Services Office 
the individual parkin* space assignments made, riving the name 
and telephone extension of employee, number aid location efface 

each ** m0d ® 1 m<i licens ® nmh ^ of the vehicle in $ 

Sot :*S?r*?rT 0 r<5t been a f sl ^ ed Parking spaces should 
« a? . * . , parking spaces# Also the in fr^nt 

f.f 1 • f^nlatration Building is reserved for visitorstothe 
^inlstration Building area, and the parking spaces in this 

Si^^in omc^l^T/ f ° r w an3r otW TO- UnouthorSd 
nJJJlfz'.* °5f i0i f?- CIA Parking spaces will be reported to the 

•Sr^dES ErSSST aE8i ^ 9d f0r a< 5 ministr ®tir« 
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Telephone and Teletype Service 

(1) Requests ^or telephone services sill be directed to the Administrative 
Services Office by memorandum or Fora ho. 36-7 in duplicate, 
l^ToatU tH. of «rtf « MMd. toWWit «* ^ 

-which service is to be located, and the ind^v^d' Branch 

for details concerning the request. The Chief, Telephone Branch 
will upon receipt of same, conduct such surveys »r “J . 

determine the type of installation most economical and best suttee 

for adequate service. 

(0) Requests for teletype services will be prepared in the same manner, 

C but m^ed to the LJSfeon, 0F0 for approval prior to submission 
to the Administrative Services Office for procurement of the service. 

Hot Plate® 

(1) Rot plates or coffee makers are considered to be personal con- 
veniences and therefore the expenditure of government funds for 
installation of same, which must be done in accordance with safety 
codes, cannot be permitted, 

{2} Requests for hot plate installations at the expense of the users 

1 may be made in writing to the Chief, Administrative ~«ryices- 

Upon approval, the Building Maintenance and Utilities Bivi^on will 
obtain an estimated cost from the General Services Administration, 
at Si C rtiae an agreement will be signed by the requestor certifying 
that nayment will be made by certified check or cash upon deman _ pon 
completion of the installation. Upon receipt of such agreement, the 
Building Maintenance and Utilities Division shall submit a work 
request to the General Services Administration, ho will make a 
cheek of the power circuit for capacity, and install a special 
wall receptacle and a fireproof base for the hot plate unit. s, pon 
receipt of the voucher from the General Services Administration 
indicating the actual cost of the installation, payment will be 
requested from the requestor and turned over to the Finance .-ice 
for submission to the Treasury Department, 


- 3 - 
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